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Introduction

Information is the data, based on communication knowledge (Merriam-webster.com, 2019). Information management is the collection of information; this is done through data collection methods. This allows stakeholders and the team to have effective time management skills and resources in order to fulfil their duties. 
All projects and programs need information, and this data needs to be managed by the people with knowledge on this, for those able to control the progress (Apm.org.uk, 2019).

Information management process requires for collection of data before this can be converted. There are many forms of this such as ensuring the requirements are met and performance data also needs to be collected. Using techniques to analyse data will help transform information for the management team, through a portfolio.
Through communication management plans, the dissemination of information can be focused on and this will allow for ownership of the data.

In order for the information to be archived, it needs to contain an audit which allows the source of information to be supported. Some of this information can be placed into management databases which allows the team to have an easy access of this.
Information which is no longer required can be disposed of, in relation to the organizational policy. These management processes must comply with the organisation, legal and regulatory standards (Apm.org.uk, 2019).
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Data is information which is gathered through experiments, surveys and conclusions; Information is the knowledge given or supplied about a subject; Knowledge is the awareness of ideas, facts and principles and wisdom is the knowledge or experience which is needed to make decisions. 
[image: ]





Data is constituted from a primary source of information, this is transactional though IT systems and people. In a business prospective, data needs to be understood, its context and how it was found. Information is much broader than data, this is the source where people come in contact with, this can be in forms of symbol structure as well as statements, statistics, diagrams and reports. Information can be individual knowledge once the person understands the true meaning; this can then be written as their own. Knowledge management has an importance in running a project or a business (Otec.uoregon.edu, 2019).

Information sources are where the information is found from as it can come from anywhere and any individual. The type of information depends on where the application is, individuals can generate information through their daily lifestyle, personal experiences, from books and articles, the internet and another individual. There are three types of information sources:
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this is where the original source is based, the primary source is the one who discovered the knowledge and shared this as new information. Primary sources are those which are first hand and relating to an event. The information is presented in the original form found, which can then be condensed and evaluated by others. Examples of primary source of information includes, journalists, reporters, eye witnesses, the government documents, biological evidences and court recordings and witnesses. Interviews are also primary sources of information, as this is being performed by the individual who had direct experience through their information. Other examples of primary sources are; letters, speeches, journal articles, dissertations, records of the organisations such as annual reports, constitutions and government documents (Karibou connections, 2019). The primary source for the focus of this report will be the consultant or Doctor, if a patient was to be seen in a hospital, the first contact would be the doctor. They would then give the patient the information in regards to their results, from a test or a scan.
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This is where information was found second hand, through the first person, this person did not participate during the events, the notes were passed down from the primary source. The secondary sources analyse and comment on the information and evidence which is mentioned from the primary sources. At this stage, the information is still new and passed on from the original founder. This type of source is usually from individual or agencies within a particular project or organisation. The secondary source may vary depending on the context; secondary sources may be: bibliography, commentaries, dictionaries, articles- depending on their context, newspaper articles, text books and websites (Karibou connections, 2019). Secondary source of information in this scenario would be the pharmacies, this is where the patient would take a prescription to the pharmacy who would then issue this. They may ask patients necessary questions which will be their source of information. 
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This information consists of the collection from primary and secondary sources, this is usually not a reliable source to turn to when working for a research in academic studies and this is not credited to a specific person. Tertiary sources are usually an overview on the topic and its basic terminology. Examples of tertiary sources include: classifications, encyclopedia’s, manuals, abstracts and indexes. This type of information is condensed and reformatted through secondary sources. Tertiary sources usually index to the primary sources as well (Karibou connections, 2019). Not all information comes from tertiary sources, due to confidentiality policies, the NHS staff are to keep all information to themselves, therefore this would less likely be used within the NHS services.
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Knowledge management is having control over the organisation systematically, this is done to understand the assets of the company, it also creates a purpose of value. This structure allows to meet requirements necessary within an organisation; it consists of strategies, initiatives, systems and processes which help to enhance the sharing and storage of information. 

Knowledge management is a strong organisation factor which needs to be involved in any company. Knowledge creation is how to ensure the correct knowledge is available for the people; this also allows how to enhance performances with the company’s goals and short term opportunities. 

Knowledge management must have its correct tools and resources for the company, the management must understand the value of the information created, in order to use it correctly. Having a continual knowledge platform, it needs to be assessed and refined in order to be beneficial for the company and its organizational culture. This culture is dependent by the community culture. Organizational culture determines the beliefs and values of the community and the public. The community and culture groups should also determine the conditions of knowledge sharing within organisations (Hajric, 2019). 

The chosen organisation this report will focus on is Pharmacies. Pharmacies contain information through different sources, this may be an online database where patient details are filed, it can also be hard copies of information – on paper, it can also be information via other forms of communication such as telephone conversations, group meetings, emails and letters; the organisation needs to assure this information is kept safely and securely how it does not get accessed by anyone other than those necessary. This is confidentiality and data protection. These are regulations set by the government which needs to be followed. As pharmacies are assigned through the National Health Service (NHS), the management team need to ensure policies and principles are being followed by all staff; this is a legal duty in order to protect people’s personal information, it should not come into contact with anyone outside the organisation (NHS England, 2019). 
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There policy template on the NHS website, along with all NHS organisations on Asset management. The policy is there to ensure the organisation is using all information identified to them, they categories this and record the rest of the data. An asset register is something which should be used as part of policies for the asset management, this will record all equipment’s. as part of a framework, the assets should be categorized as follows; desktops, monitors, laptops, printers, media, photo copiers/ fax machines, servers, firewalls, data bases, applications licenses on software’s etc. 

The assets which contain information through the NHS, should follow NHS confidential policy and this should be protected. The official information is all information which is used to complete the business operations and its services, this is where information which is lost or stolen, the people within the organisation will be held liable. 

The asset register should have a manager to record all products which produce all information, they will then provide reports for the senior information risk owner to assure the assets are being used safely (NHS Digital, 2019). 

The benefits of asset management within an organisation allows for them to have a good practice in place, this allows for better decision making. As this is in relation to the company policy, using this production will allow for regulatory compliance and improving the reliability of the information. Managing the resources allows for long term system integrity, this allows for the objects to be kept safe and secure for a long while which helps it to be cost effective and saving. Asset management allows for the company to provide the best return for their stakeholders (NEWEA, 2019).  

The negative outcome of this can include security risks. If there is poor asset management, there may be a chance for there to be risks of breaching confidentiality, using IT processes and risk assessments allow for sound decision making. Also having the skilled staff to use the assets will allow for less damages to the items (Fresh service Thoughts, 2019). 
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There are many processes used to manage knowledge within an organisation, this includes applying the knowledge, capturing the knowledge, sharing and creating knowledge. These processes refer to how the organisation handles knowledge through the stages. The following are the processes; 
· Knowledge discovery, this is in combination and socialization
· Knowledge capture, this include internalization and externalization
· Knowledge sharing, this is socialization and exchange
· Knowledge application, this is routines and direction of force (Tlu.ee, 2019). 

It is critical that organisations are able to manage the knowledge they come across effectively. This allows people to share, access and be able to update the information onto the systems provided. Without this the company will never update their information and resources, which can lead to failure; as new information is always beneficial especially within the NHS. 
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Information overload is a large consumption of information, which can lead to difficult information comprehension and decision making.  Having less information is a limitation to the company, as the main focus can be elsewhere. This can resort to incorrect matter within the organisation for example, in the NHS pharmacies, if there was little information on a patient, this can be due to less communication, the pharmacy staff will then not be able to give their best for the patient and this will lead to the service losing out. This will also be time consuming as this will mean more work needs to be done to ensure the correct procedure is being given to the individual.

Information overload can lead to certain diseases especially for those suffering from stress. With loads of information, it is harder to make strict decisions, especially with people and medication, in this case. The stress can lead to low work ethic and unproductive behavior (Let's Reach Success, 2019). 
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Identifying the more valuable assets and information, is an advantage for the business. The valuable information should be mentioned during the planning process, which can then be identified easily. Information consists of value; this is indirect but has a very big impact on the organisation. there are characteristics of information which makes it more valuable; this includes accessibility of the information; this is where information should be easily available. Information also needs to be accurate, without this, there is no worth to the data collected or given. The relevance of information is another factor, if the information is not relevant to the situation, there is no need for this at this time (Jhigh.co.uk, 2019). 

Information storage is equally important, this data should be kept safe and away from those who do not need to view this. The patient records within the NHS holds patient’s primary details as well as health care records and others which include appointment reminders and family history data. The records should be kept in a locked cabinet; if they were on a computer database, each user using this asset should have their own personal log in details and passwords, this allows for others not to view data which is unnecessary to them. As this report mentioned before, the patient, staff and others information should be kept confidential in all work services, including the NHS. Patients should allow consent before allowing staff to access their information (Hospitals, 2019). 
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The information life cycle management is an approach of data storage, it contains the steps on how to store valuable information over time, this needs to be managed accordingly as information always needs to be updated. 

Information planning is the first stage, of the cycle, this is where all the processes are planned thoroughly. The second stage is collection, creation, receipt and capture, this is where the planning is completed and the data is collected, as planning has been done, relevant information can be captured. Step three is the organisation process, this is where the information is in relation to the organisation, step four is the use of dissemination in research, this is where the communication and methods take place, the methods and values are also specialized within the topic. Step five is protection and preservation, this is where the information received is protected, maintaining confidentiality. Step six is disposition, this stage is where the arrangements take place. Step seven is the evaluation process, this is where the whole process is evaluated and the advantages and disadvantages looked at (Bac-lac.gc.ca, 2019). 







[image: ]Knowledge culture is the organisations behavioral norms, this includes beliefs and values.
Beliefs is an acceptance of an idea; this is something which can be trusted with true confidence (Merriam-webster.com, 2019).  Values are of importance, it is information or ideals which are shared among the culture or family background, this is behaviors and attitudes, but this can be changed where beliefs cannot be changed (BusinessDictionary.com, 2019).

The pharmacy cultural beliefs are very strong; they ensure the patients’ needs are met, they always prioritize the patients before their own work, this is a work practice which is taught as helping others can make a difference to the community and change lives for the better. The pharmacy staff are healthcare professionals who assist people with their lifestyle, which includes medication. Therefore, they have morals and values they need to follow in order to be of great assistance (Pharmacist.com, 2019).
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Sustainability is maintaining something to a certain level (Oxford, 2019). This is very important when it comes to maintaining knowledge management. The management teams need to work alongside one another to ensure structural support takes place, this is not focused on enough. Ensuring time is available to share ideas and information with the rest of the team, this will allow better results. Allowing for the information to be available at all times, for the correct staff, is essential, this does not waste time and allows for success (Greenchameleon.com, 2019). 
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Information management is a structured focus, the way the information is received can be changed. There are political changes which can occur which may have an impact to this subject. There are also economic factors such as inflation, which can have an effect on the assets and resources for the company. Social changes can also occur; this includes changes within the people’s choices and decisions, this is something beyond the company however they can adapt to this change. Technological factors, this can be a beneficial factor as having brand new technology can allow for much easy access to information, the negative factors to this can be that, it may be costly to the organisation, it could also mean the company will need trained staff to use the updated resources, which will take time (BBC, 2019).  


Framework for knowledge management culture

There are a few ways to ensure knowledge management culture is effective in a workplace.

1. Ensuring the communication methods are open and availability is essential. 
2. Organizing meetings and updating the other team members when new information is found.
3. Engaging people, this is where events take place within companies and new resources and tools are used to show the public and staff, how this is occurring, this introduction is also a way to advertise the news.
4. Success stories allows people to be motivated and work hard to achieve this together as a team
5. Creating a knowledge base, this is where policies of the organisation is mentioned to each staff, this needs to be done after the interview process, as well as regular updates annually or every several months. 
6. Open door policies are available to the employees, this is to show that there are no barriers and the management team are approachable, if any questions were to arise (Boldt, 2019). 


Conclusion

Creating a knowledge sharing culture within the organisation allows everyone to feel trusted, this support the communication process and allows for thoughts and ideas of the public and staff to be expressed. This will benefit the service as a whole due to new information being found by the team. Having the most reliable information is the most beneficial however, due to the sources being from different stages, such as secondary and tertiary sources, this can cause ideas and information to change, therefore companies need to be careful of this when they receive information. 








 



[bookmark: _Toc18704730]Reference

· Merriam-webster.com. (2019). Definition of INFORMATION. [online] Available at: https://www.merriam-webster.com/dictionary/information [Accessed 10 Aug. 2019].
· Apm.org.uk. (2019). What is information management. [online] Available at: https://www.apm.org.uk/body-of-knowledge/delivery/integrative-management/information-management/\ [Accessed 10 Aug. 2019].
· Otec.uoregon.edu. (2019). Data, Information, Knowledge, and Wisdom. [online] Available at: https://otec.uoregon.edu/data-wisdom.htm [Accessed 11 Aug. 2019].
· Karibou connections. (2019). [online] Available at: http://karibouconnections.net/medlibafrica/training_module/16.html [Accessed 12 Aug. 2019].
· Hajric, E. (2019). Knowledge Management Definition. [online] Knowledge-management-tools.net. Available at: http://www.knowledge-management-tools.net/knowledge-management-definition.html [Accessed 13 Aug. 2019].
· NHS England. (2019). [online] Available at: https://www.england.nhs.uk/wp-content/uploads/2016/12/confidentiality-policy-v4.pdf [Accessed 14 Aug. 2019].
· NHS Digital. (2019). Asset management: example policy - NHS Digital. [online] Available at: https://digital.nhs.uk/services/data-and-cyber-security-protecting-information-and-data-in-health-and-care/cyber-and-data-security-policy-and-good-practice-in-health-and-care/asset-management-guidance-for-health-and-care-organisations/asset-management-example-policy [Accessed 13 Aug. 2019].
· NEWEA - New England Water Environment Association. (2019). Definitions and Benefits of Asset Management - NEWEA - New England Water Environment Association. [online] Available at: https://www.newea.org/about-us/committees/asset-management-committee/am-resource-center/definitions-and-benefits-of-asset-management/ [Accessed 11 Aug. 2019].
· Fresh service Thoughts. (2019). Asset management. [online] Available at: https://freshservice.com/asset-management/why-poor-asset-management-is-bad-for-your-business-blog/ [Accessed 11 Aug. 2019].
· Tlu.ee. (2019). Knowledge Management Solutions: Processes and Systems. [online] Available at: https://www.tlu.ee/~sirvir/Information%20and%20Knowledge%20Management/Framework%20for%20IKM/knowledge_management_solutions_processes_and_systems.html [Accessed 16 Aug. 2019].
· Let's Reach Success. (2019). What is Information Overload, Why It Matters and How Will It Affect The Future. [online] Available at: https://letsreachsuccess.com/what-is-information-overload/ [Accessed 15 Aug. 2019].
· Jhigh.co.uk. (2019). Characteristics of Information. [online] Available at: http://www.jhigh.co.uk/Intermediate2/Using%20Information/12_charact_of_info.html [Accessed 16 Aug. 2019].
· Hospitals, E. (2019). Your information and what you should know (privacy notice). [online] Epsom and St Helier University Hospitals. Available at: https://www.epsom-sthelier.nhs.uk/your-information-and-what-you-should-know [Accessed 17 Aug. 2019].
· Bac-lac.gc.ca. (2019). Records and Information Life Cycle Management. [online] Available at: https://www.bac-lac.gc.ca/eng/services/government-information-resources/lifecycle-management/Pages/life-cycle-management.aspx [Accessed 17 Aug. 2019].
· Merriam-webster.com. (2019). Definition of BELIEF. [online] Available at: https://www.merriam-webster.com/dictionary/belief [Accessed 19 Aug. 2019].
· BusinessDictionary.com. (2019). How has this term impacted your life?. [online] Available at: http://www.businessdictionary.com/definition/values.html [Accessed 20 Aug. 2019].
· Pharmacist.com. (2019). Code of Ethics. [online] Available at: https://www.pharmacist.com/code-ethics [Accessed 20 Aug. 2019].
· Bbc.co.uk. (2019). [online] Available at: https://www.bbc.co.uk/bitesize/guides/zgfrpbk/revision/1 [Accessed 24 Aug. 2019].
· [bookmark: _GoBack]Boldt, A. (2019). 6 Ways to create a Knowledge Sharing Culture at Workplace. [online] social-enterprise-network.com. Available at: https://www.enterprise-communication-hub.com/6-ways-to-create-a-knowledge-sharing-culture-at-workplace/ [Accessed 29 Aug. 2019].


image1.gif
d >

Deta  Informstion Knowledge Wisdom

Moving taward
- increased
“understanding,

>





image2.jpeg
=)

Disposition

N

Records and
Information Life

Cycle Management

aintenance,
Protection &
Preservation
5

)

Organization
3

&

Use &

4




